SC DEPARTMENT OF CORRECTIONS

-JOB POSTING NOTICE (EOE)-
OPENI NG DATE: 07/ 25/ 17 CLOSI NG DATE: UNTIL FILLED
SCDC | NTERNAL TI TLE: ADM NI STRATI VE ASSI STANT SCDC POSI TI ON #: 021618

HOURS/ VEEKLY: 037.50 SHI FT SCHEDULE: 02 WORK TI ME: 0800 AM - 0400 PM
LOCATI ON:  TRENTON CORRECTI ONAL | NSTI TUTI ON, TRENTON ( EDGEFI ELD) LEVEL 2

STATE JOB TI TLE: ADM NI STRATI VE ASSI STANT STATE JOB CLASS: 9999
HRLY RATE: $ 016.85 SCEIS POSITION #: 61047426

M NI MUM AND ADDI TI ONAL REQUI REMENTS:

A HI GH SCHOCL DI PLOVA AND WORK EXPERI ENCE THAT IS DI RECTLY

RELATED TO THE AREA OF EMPLOYMENT. A BACHELOR S DEGREE MAY

BE SUBSTI TUTED FOR THE RELATED WORK EXPERI ENCE.

A HI GH SCHOCL DI PLOVA AND WORK EXPERI ENCE THAT |'S DI RECTLY RELATED TO
THE AREA OF EMPLOYMENT. A BACHELOR S DEGREE MAY BE SUBSTI TUTED FOR THE
RELATED WORK EXPERI ENCE. (THIS IS A TEMPORARY POCSI TI ON PAI D AT AN
ESTABLI SHED HOURLY RATE FOR HOURS WORKED. TEMPORARY PCSI TI ONS DO NOT

I NCLUDE LEAVE, BENEFI TS OR GRI EVANCE RI GHTS).

DESCRI PTI ON OF DUTI ES:

UNDER THE SUPERVI SI ON OF THE SCHOOL LEADER ENSURES THAT SCHOOL

OPERATI ONS ARE CARRI ED OUT EFFECTI VELY. MANAGES THE SCHOOL OFFI CE

AND PROVI DES SUPPORT TO SCHOOL STAFF. ENTERS/ MAI NTAI NS DATA | NTO
APPROPRI ATE EDUCATI ONAL DATABASES AND PROVI DES REPORTS AS REQUI RED.
MONI TORS/ MAI NTAI NS STUDENT ACADEM C FOLDERS ( RECORDS). PROCTOR
STANDARDI ZED TESTS. FOLLOWS UP ( TRACKS) STUDENT TRANSFERS TO RECEI VI NG
SCHOOL.  SATI SFY REQUI REMENTS OF ALL MANDATORY TRAI NI NG ( PUSD/ SCDC) .
PERFORMS OTHER DUTI ES AS ASSI GNED. (CLOSI NG DATE: UNTI L FI LLED)
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